
 
AYR CURLING CLUB MANAGER 

  

Founded in 1850 as the Ayr Union Curling Club, the Ayr Curling Club has grown from its 
humble roots to become a leading curling facility in the Grand River Area. 

We are searching for a Curling Club Manager to provide administrative support to the Board of 
Directors, assisting with the delivery of services and providing excellent service to all customers 
and stakeholders while maintaining confidentiality and professionalism. This is a part-time position, 
averaging 20 hours per week, but will require some flexibility in hours. The majority of hours will be 
during the curling season, but minimal summer hours will be required. 

   Major duties will include:  
 

❖ general administrative duties including answering mail, email and telephone inquiries 
❖ co-ordinate rental of facilities including responding to initial inquiries, arranging for tours and 

coordinating all details for ice and/or facility rental 
❖ maintain club calendar on website 
❖ work with website administrator to ensure all club activity is posted 
❖ order and receive supplies needed for the daily running of the club 
❖ communicate with members and answer/direct requests 
❖ communicate with ice team to ensure ice flow sheet is current 
❖ co-ordinate any inspections required and report to President and Board of Directors 
❖ attend monthly board meetings, AGM and general meetings with prepared report 
❖ attend CurlOn zone meetings and other association meetings that may arise 
❖ work closely with each Board member and provide administrative support 
❖ maintain all club operating and safety binders/files 
❖ co-ordinate the ordering and distribution of curling supplies 
❖ co-ordinate the ordering and receiving of bar supplies and bartender coverage as required 
❖ maintain floats for bar, balance daily bar receipts and make bank deposits as directed by 

treasurer 
❖ ensures proper cleanliness and sanitation of all club facilities and environments, in 

conjunction with volunteer and/or paid cleaners 
❖ report to the maintenance chair any facility deficiencies 
❖ act as contact person for recycle and waste bin removal/emptying 
❖ ensure adequate coverage for kitchen and bar for events in conjunction with the Volunteer 

co-ordinator 
❖ other duties as assigned by President and/or Board of Directors 

 
 
This position will appeal to a highly organized, flexible, and customer focused professional.  
Applicants must have superior oral and written communication skills, interpersonal skills, and an 
ability to manage multiple projects simultaneously. Proven ability to respond to sensitive 
communication matters with a sense of urgency and ability to maintain confidentiality of information 
is required. Applicants must also be proficient in Microsoft Office Products. Curling experience and 
SmartServe Certification is an asset. 
 
We offer an excellent working environment, competitive compensation and benefits, as well as 
opportunities for professional development and to make a difference in our community. To become 
a valued member of our team, please forward your resume, by July 26, 2019, to: 



ayrcurling@execulink.com. When applying for the position, please quote “Ayr Curling Club 
Manager” in the subject line. 

 
Ayr Curling Club  

210 Northumberland St., Ayr ON, N0B 1E0 
(519) 632-7465 ayrcurlingclub@gmail.com 

 
We appreciate the opportunity to review all resumes, however due to volume, only those under consideration will be 

contacted. Thank you in advance for applying, Ayr Curling Club is an Equal Opportunity Employer. 
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